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About this Guide 

This guide will describe 2 ways to create a credit note.  The first example is 

creating a credit note from a Purchase Order (PO) the second example is 

creating a credit note from an Invoice. 

Creating a Credit Note from a PO 

Step 1: 

Login to the Coupa Supplier Portal. Click on the Orders tab to view Purchase Orders 

and find the PO you need to apply a Credit Note. Click on the stack of red coins ( ) in 

the Actions column OR click the PO #. 
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Step 2: 

Coupa will direct you to the Create Credit Note where you can create the Credit Note 

similarly to creating an Invoice. 

Fields with a red asterisk (*) must be populated. You will notice that many of the fields 

have been pre-populated and are not editable as this information is carried over from 

the initial invoice. 

Note: If you have a credit note pdf, please attach it in the Attachments section of the 

credit note. 
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Step 3: 

Under the Lines section, please add the Adjustment Type (Quantity, Price, Other). 

Click on Calculate to confirm designated credit note (your total must be negative) then 

click on Submit. 
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The following confirmation screen will appear. If your total is correct, click on Send 

Credit Note. 

 

Step 4: 

It will take you back to the following message. 

 

When you return to the invoice, it will indicate that the invoice is associated with credit 

notes with the link to the credit note.  

 

 



Creating a Credit Note 

CREATING A CREDIT NOTE 
MARCH 2023 Page 5 of 10  

 

Once the Credit Note is approved, you will receive an email notifying you. 
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Creating a Credit Note from an Invoice 

Step 1 (from invoice): 

At the Coupa Home page click on the Invoices tab. 

Click on “Create Credit Note”. 

 

Step 2 (from invoice): 

In the next screen, choose the invoice # from the drop down for which you are issuing 

the credit and click continue. 
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Click on the appropriate task of Credit Note: 

- Completely cancel the invoice with a credit note or 

- Adjust invoice with a credit note. 

 

Step 3 (from invoice): 

The form to create credit note appears. 

- Enter the fields showing an asterisk (*). 

- Select Customer - Waste Management 

- Upload any Attachments 
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In the “Lines” section of the form, enter the credit amount in the Price field. 

Click on Calculate and once it shows the correct amount, click on Submit. 

 

 

Step 4 (from invoice): 

The following screen will appear confirming the total amount of your credit. 
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Step 5 (from invoice): 

It will take you back to the following message. 

 

When you return to the invoice, it will indicate that the invoice is associated with credit 

notes with the link to the credit note.  
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Once the Credit Note is approved, you will receive an email notifying you. 

 

 


